SHHRP Payroll Commitment Accounting

Scenario

In this lesson, the SHARP trainer, Hall, will show the newly hired Payroll Finance
Specialist, Jenny, how to maintain payroll funding in SHARP.
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Lesson Objectives
After completing this lesson, you will be able to:

® Understand how payroll expenditure is integrated into SMART

® Create combination codes using SMART chartfields

® Set up default funding for a payroll department

® Explain the advantage of funding positions using position pools

® Associate combination codes to a position pool using the Department Budget
Table

® Set up override funding for certain earnings codes, deduction codes, and taxes
classes

® View salary expenditure data online or via reports

® Learn prior period funding adjustments
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Lesson Topics

In this lesson you will learn about the following topics. Click Home (at the
lower left corner) at any time to return to this menu. Click each topic name
to navigate to that topic.

opic 1: Payroll
Funding

ic 4: ' Topic 7: Viewing
U Pefault Salary Expenditure
Funding for a Data

Overview

Topic 2: Creating Topic 5: Setting Topic 8: Prior
Combination Up Funding for a Period Funding
Codes Position Pool Adjustments

opic 3: Adding a Topic 6: Override
Position Pool ID Funding
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Payroll Funding Overview - 1

Payroll accounting consists of establishing funding for payroll expenses in
SHARP, generating accounting transactions to perform budget check to
ensure adequate funds and spending authority are available to fund the payroll
expenditures, recording the payroll expenditures in the state's accounting
system (SMART), and making funding changes to prior period payroll funding
if necessary.

To charge payroll expenditures, agencies must first set up combination codes
using SMART chartfields. The combination codes are associated with the
employee’s position pool or position through the Department Budget Table, or
through the employee’s timesheets via task profiles to record the payroll
charges. Payroll expenditures are then passed from SHARP to SMART’s
General Ledger.
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Payroll Funding Overview - 2

Generally, both on- and off-cycle payrolls are budget checked and posted to
SMART two days prior to the check issue date. Paychecks are charged to the
fiscal year in which the paycheck is dated.

Salary expenditure data provides funding details for every paycheck generated
in each on- and off-cycle payroll. The salary expenditure data can be viewed
on-line the first working day after pay confirmation for on-cycle payrolls and the
next working day after each off-cycle payroll. This information is also available
from selected reports after each pay cycle.
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Payroll Funding Overview - 3

Funding changes for payroll processed prior to SHARP V9.2 and pay funded
through the Department Budget Table (those charged to XXXNONTASK on the
employee timesheet) cannot be made in SHARP. They must be made through
SMART via journal entries. Agencies should keep in mind that these changes
will not reflect in payroll reports and take them into consideration when
reconciling payroll reports to SMART balances.

Prior period funding adjustments for pay processed in SHARP V9.2 (pay
periods with pay period end date after 05/06/2017) and funded through time
and labor using task profiles may be made through Time and Labor on
employee timesheets. These changes will reflect on both subsequent payroll
reports and SMART balances.
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Establishing Payroll Funding in SHARP - 1

To charge payroll expenditures, agencies must first create combination codes
using SMART chartfields (department, fund, budget unit, program, account,
project ID, etc.). The combination codes are then associated with the
employee’s position pool/position through the Department Budget Table or task
profiles through employee timesheets to record the payroll charges.

Agency IBARS (Internet Budget and Reporting System) reports are
generated using the funding distribution on the Department Budget
Table, agencies should carefully consider how the funding should be set
up so their reports will be correct. Payroll funding processing priority is as
follows: task, position/position pool, department default funding. If a task
specific Taskgroup is selected to report time on the employee’s timesheet, the
pay will be funded using the task funding sources, If the XXXNONTASK
Taskgroup is used to report time, position/position pool funding sources, if
established, will be used. If no position/position pool funding exists,
department default funding will be used to fund the pay.
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Establishing Payroll Funding in SHARP - 2

When using a department for payroll for the first time, default funding must be
set up for the department to ensure payroll process will not be suspended due
to unfunded positions.

For positions that will be funded using the Department Budget Table, agencies
are strongly encouraged to establish payroll funding using position pools to
reduce the amount of data entry required. The use of position pools allows
agencies to establish one set of funding that can be used for all positions in a
department that have the same funding sources.

Funding changes on the Department Budget Table can be made until final pay
calculation (Day 6) to be effective for the pay period.
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Establishing Payroll Funding in SHARP - 3

Project costing can be tracked through the Department Budget Table, provided
project information is established on the combination codes used to fund the
position. Project costing tracked through the Department Budget Table will
carry dollar amount, but not hours, to SMART.

For agencies that wish to track task specific details, task profiles can be added
to combination codes to track payroll expenditures, such as employee ID,
hours, task information, etc., through employee timesheets. The TL373,
Finance Maintenance training course provides detail instructions on funding
payroll charges through Time and Labor.
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Establishing Payroll Funding in SHARP - 4

Below are the flow charts of two ways payroll can be funded in SHARP:

To fund payroll through the Department Budget Table:

Enter Pool ID
Make sure all If a group of Associate the on the EE’s
chartfields Create positions in a pool Id with Position Data
needed for combo codes dept. are to be combo codes page. Use
the combo with or w/o funded the same funding these Taskgroup
codes are project way, create a positions in XXXNONTASK
created in position pool Id Dept Budget to report time
SMART in the dept. Table on timesheet.

To fund payroll through Time and labor:
Make sure all : :
chartfields Create Create task profiles using EE reports
needed for combo codes Slelilel ches anq el | time using
the combo with task e e task related
: found in the TL373, Finance

codes are profiles : Taskgroups.
A Maintenance CBT.
SMART
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Creating Combination Codes - 1

Combination codes (combo codes) are unique SMART chartfields, such as
Department, Budget Unit, Fund, Program, Account, Project, Activity, Category,
etc., combinations to be used as salary expenditure funding distribution
sources. All individual chartfield values must be already established in
SMART to be used in acombo code in SHARP.

Agencies should create combo codes using the INF46 Combo Code Task
Profile Load File standard spreadsheet and instructions found at
http://www.da.ks.gov/sharp/documents/default.htm.

The completed spreadsheet should be named INF46.XXX, with XXX being the
agency number, and attached to an email and sent to Payroll Services at
Tlload@ks.gov for upload to SHARP.
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BHHRP Payroll Commitment Accounting

Creating Combination Codes - 2

If you have any combination code and/or funding questions, please contact
Heather DeBusk via email at heather.debusk@Xks.gov, or by phone at 785 296
2434.

Once a combo code is uploaded, it can be viewed on-line at: Main Menu > Set
Up HRMS > Product Related > Commitment Accounting > Combination
Code Table.

You can also view your agency’s combo codes on the KTL111, Combo
Code/Task Profile report. This report lists the combo codes in your agency,
which task profiles, if any, are attached to each combo code, and whether a
combo code is being used on the department budget table. The KTL111 report
details can be found at
http://www.da.ks.gov/sharp/reports/default.ntm#timelabor.
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Adding a Position Pool ID - 1

Positions may be funded individually in SHARP. However, if you have several
positions in a department that will be funded the same way, it's a good idea to
fund these positions using position pool to reduce the amount of data entry
required.

Position pools are department specific, so if the same funding distribution
will be used in several different departments, the position pool ID and its
funding structure will have to be entered separately for each department. For
the same reason, the same pool ID can have different funding structures in
different departments.

After a position pool ID is created, it can then be used in the Department
Budget Table to associate funding sources or combination code distributions.
The position that references the pool ID on its Position Data page will be
funded using that position pool’s funding sources.
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Adding a Position Pool ID - 2

Position pool IDs are added on the Position
Pool Table page.

The full menu path is :

Main Menu > Set Up HRMS > Product
Related > Commitment Accounting >
Budget Information > Position Pool
Table
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Adding a position Pool ID - 3

Position Pool Table

Eind an Existing Value C )

Set ID: SOKID |,
Department: 1730101010 OJ
Rgsition Pool 10:|050|

Click on the Add a New Value tab, Set ID should default to SOKID, enter
the Department and Position Pool ID, then click the Add button.

Position pool ID must be a 3-digit number.
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Adding a position Pool ID - 4
Position Pool Table

Set ID: SOKID

Department: 1730101010 Administration

Position Pool [D:

*Effective Date: 111132011 [5

Fayroll

*Description:

Short Description: Payrall

] Motify [(£} Add | | 5] Update/Display __-_] Include History ~_,:" Correct History

Enter Effective Date, Description, Short Description of the pool ID, then
click Save. Status should be Active. Effective date should be the first date of
a pay period that hasn’t been confirmed; and be entered in MM/DD/YYYY

format. A two-digit year causes general ledger errors.
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Setting Up Default Funding For A Department - 1

When using a department for payroll for the first time, regardless of whether
the positions in the department will be funded through Department Budget
Table or Time and Labor, default funding must be set up for the department to
ensure no position is unfunded.

The procedures shown in this section is only needed when using a
department for payroll for the first time.

Funding sources (combination codes) for the department default funding are
assigned on the Department Budget Table USA.

The full menu path is:

Main Menu > Set Up HRMS > Product Related > Commitment Accounting
> Budget Information > Department Budget Table USA
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Setting Up Default Funding For A Department - 2

Department Budget Table USA
To set up default funding for a department,

Find an Existing Value click on the Add a New Value tab. Enter the
Department, Fiscal Year, select the

SetID: SOKID @, appropriate Budget Level (in this case

Department: (1730101010 [& Department), then click Add.

Fiscal Year: 2012

Budget Level: Department w

Position Pool ID;_Appointment

Job Code SetlD: | Jghcode

Job Code: Pasition

Faosition Poal
Position Number: WL
Empl ID: @,
Empl Record: 0@,
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Setting Up Default Funding For A Department - 3

Cept Budget Defaults Cept Budget Earnings Dept Budget Deductions Dept Budget Taxes

SetID: SOKID Department: 1730101010 Administration -
Fiscal Year. 2012 This is the top half
*Budget Begin Date: *Budget End Date: of the Dept Budget
*Offset Group: Offset Group Date tab.

Budget Begin Date and Budget End Date are the beginning and end dates
of the current fiscal year. The dates are inserted centrally at the beginning of
a fiscal year for existing departments and should not be changed. When
establishing funding for a new Department, use the first date of the pay
period when the department will be in effect as the Budget Begin Date. You
can look up the Budget End Date from an existing payroll department.

Offset Group is the offsetting accounting entries group for payroll expenses.
Use the default value (1500).
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Setting Up Default Funding For A Department - 4

This is the bottom
& Per Budget Level O Per EarnTax/Ded half of the Dept

Budget Date tab.

*Effective Date: 06/M12/2011 |[3 Effective Sequence: 0 +]

Combination Code: SUSPEMNSE Suspense CharField Details

Balance: 0.00
Eﬂ Save =] Motify — g Add || k| UpdateiDizplay 2 Include History .. # Correct History

For Budget Cap, always select Per Budget Level which sets a spending
limit for each budget level and takes into account all earnings, deductions,
and taxes budgets.

(Suspense) Combination Code must be "SUSPENSE". The SUSPENSE
combination code can be found by clicking on the Chartfield Details link,
typing “SUSPENSE" in the Combination Code field, then clicking Search.
Select the combo code when it's found.
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[ 1P

! Setting Up Default Funding For A Department - 5

" DeptBudget Date [ a=0d=00 s =0l 8 Dept Budget Earnings | Dept Budget Deductions || Dept Budget Taxes

SetlDd: SOKID Department: 1730101010  Administration Fiscal Year: 2012

*Budget Begin Date:;

*Budget End Date:

(&) Per Budget Level O Per EarniTax/Ded

Funding Defaults
*Default Funding Source Option: [ Funding End Date Defaults From Funding Source

Exclusion Fringe Group: | W |
Account Overrides
Use Acct Defined for Earnings Use Account Defined for US Tax
Use Account Defined for Dedns []use Account Defined for CanTax
[5] save | =] Motify | [h Add | UpdateDisplay 7 Include History [ 7 Correct History

The information on the Dept Budget Defaults tab is defaulted in and should
not be changed.
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Setting Up Default Funding For A Department - 6

Dept Budget Date Dept Budget Defaults Dept Budget Deductions DeptBudoetTa ThHis IS the top half

of the Dept Budget

SetlD: SOKID Department: 1730101010  Administration Fiscal Y :
Earnings tab

Budget Begin Date: 06M212011 Offset Group: 1500

Budget End Date: 06112012 Per Budget Level Per Fam/TaxDed

Default Funding Source Actual

Option:

]
Department Paosition Pool Jobcode Position Appointment

*Effective Date: EffSeqx 0  *Status: |Aclive b Date Entered: 12/16/2011

Budget Level Cap: 0.00 *Currency: |USD <

The Dept Budget Earnings tab is where the combo codes distributions for the
department, position, or position pool are selected/entered. Effective Date
will default to the current date and should be changed to the first date of the
effective (and not yet confirmed) pay period. Leave all other fields shown here
unchanged.

Note: If you are making changes to an existing department, position, or
position pool, you should first add a new effective dated row.
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Setting Up Default Funding For A Department - 7

By
Distributed Earning Code Description Combin gl ezcription Exclu=zion Fringe Group El
AT e Combination Code e ) Fizcal Year Budget Amount Distribution %
Code Humber Date
1 @, [+] | [=]
Eﬂ Save =] Motify 4 Add || #| UpdateiDizplay _-_| Include History j Correct History

This is the bottom half of the
Dept Budget Earnings tab

Leave the Earnings Code field blank. This field is only used when setting up
override funding to fund a certain earnings code differently than regular

funding.

On Funding End Date, enter the date (if applicable) on which this funding
source ends. Leave this field blank if the funding source isn't date controlled.
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Setting Up Default Funding For A Department - 8

B =i
Distributed Earning Code Description Combination Code Description Exclu=zion Fringe Group El
AT e CWbination Code e ) Fizcal Year Budget Amount Distribution %
Code Humber Date
: 7 [+] | [=]

Eﬂ Save =] Motify —4 Add || 5| Update/Dizplay 52 Include History 7 Correct History

This is the bottom half of the
Dept Budget Earnings tab

Sequence Number: The system calculation sequence. This field allows the
calculation of both amount and percent distributions. All combination codes related to
percent calculations should use the same highest sequence number to allow the flat
amounts to be calculated first. For example, to set up a position pool with four
combination codes - two flat amounts and two percents. Use Seq #1 for the flat
amounts and use Seq #2 for the two combination codes with percents so that the
system will calculate the flat amounts first. The sequence numbers used in regular
funding are independent from those for override funding, i.e, even if you used Seq #1
for regular funding, you can still use Seq #1 for an override funding (for a certain
earnings code), as long as each adds up to 100%.
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Setting Up Default Funding For AD
These are sections in the bottom half

The Combination Code Tab: of the Dept Budget Earnings tab

A
i (4] id
Earning Code Description Qt:inﬂticn Code Dsscrliclusicn Fringe Group E‘

=3 D.% . Ed

AT Gt CoMbination Code b A Fiscal Year Budget Amount Distribution %
Code Humber Date
1 £l [+] | [=]
[S] save | |[=] Notify [} Add | 7| Update/Dizplay =] Include History || 7 Correct History

Type 1 in the Sequence Number field, click the Combination Code
Description tab to reveal the Chartfield Details link, then click on the link.

The Combination Code Description Tab:

By 3t 4] O
Combination Code Distributed Earning Code Description || ) Exclusion Fringe Group El
b e Combination Code Combination Code Description ChartField Details
Code Humber
[S] save | |[=] Motify [ Add | 5] Update/Display =] Include History =~ |_* Correct History
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Setting Up Default Funding For A Department - 10

ChartField Details

Combination CD[lE:C D (®) Combination Codes
Searc
More fields to the
right are not shown
Department Fund Code Budget Unit Program Code Account PC Busine ._-.hmemre. rTOTCCT
'"‘:la Qa '"‘:la Qa Qa '"‘:la Qa
Ok Cancel

On the ChartField Details screen, type, if known, the Combination Code you
want to use in the field, then click the Search button. When the combination
code appears, click on the Select button (not shown here).

Or, alternatively, type the 3-digit agency number and click on the Lookup
button by the field to pull up a list of available combination codes to select
from.
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Setting Up Default Funding For A Department - 11

wre ~t | Scroll to find the code you
Look Up Combination Code want to use, then click to
| setin: SOKID

Combination{:ode:l begins with | |‘1?3
Description: |begins with | w |
Short Description: |begins with | w |

Look Up Clear Cancel :Elasic Lookup |

| Search Results

View 100 First [4] 1-265cf285 [p] Last
Co i ; DE.‘SCTIE!IDFI SZDrt

301010101000050001031 |Administration Admin
173 = Administration pae 10N
17201010101000050001851 | Administration Admin
172301010101000052001210 | Administration Admin
17301010101000053001501 Administration Admin
17201010101000053001510 | Administration Admin
17201010101000053001520 | Administration Admin
172301010101000054001610 | Administration Admin
172301010101000056001110  Administration Admin
17201010101000056001120 | Administration Admin

AT2NANA N4 AdNAnmES AN 420 fordrmimietradimoes Mo

(8




SHHRP Payroll Commitment Accounting

Setting Up Default Funding For A Department - 12

ChartField Details

Combination Code: 17301010101000050001031 OJ {(*) Combination Codes
o More fields to the right
are not shown here.
Department Fund Code Budget Unit Program Code Account PC Business Unit Project
1730101010 &, |[1000 @, ||0500 @ (01031 & |[5100 @ 3@, @

Cancel

After selecting the combo code from the list, its chartfields will populate.
Verify the codes are correct, then click the OK button.
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Setting Up Default Funding For A Department - 13

B
@binaticn Code Diztributed Earning Code Description Excluzion Fringe Group El
s Eaama Combination Code Combination Code Description ChartField Details
Code Humber
1 @, 17301010101000050001031 Administration ChartField Details @j
[5] save | [t Returnto Search | [Z] Motify =) Add 2] Include History |7 Correct History

The system will return you to the Dept Budget Earnings tab with the selected
combination code populated. If there are more combo codes, click the Add
Row button to add a new line and repeat the combo code selection
procedures as described above for each combo code. In this example, the
default funding will be funded 100% by this combination code, so no additional
row will be added.

Click on the Combination Code tab.
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Setting Up Default Funding For A Department - 14

=i
O Distributed Earning Code Description Combination Code Dezcription Exclu=ion Fringe Group El

U B Combination Code i L2 Fizcal Year Budget Amount Distribution %:
Code Humber Date
1 QJ 1 17301010101000050001031 Eﬂ 100.000 ﬂ
Eﬂ Save | |[gh Returnto Search | |[Z] Motify =y Add 2] Include History [ # Correct History

On the Combination Code tab, verify all lines for each Sequence Number total
100%, then click the Save button.

Note: In this example, only one combo code is selected, the system
automatically defaults100 (percent) to the Distribution% field. If more than one
line exists, you will have to enter Distribution % for each line manually.
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Setting Up Funding For A Position Pool -1

Positions can be funded either through position or position pool using the
Department Budget Table or through Time and Labor. The procedures to set
up position or position pool funding on the Department Budget table will be
discussed in detail below.

The funding structure usually used to fund a position or position pool is called
regular funding. The system also allows certain earnings codes, deduction
codes, or tax class to be funded differently. These exceptions are called
override funding. Both regular funding and override funding are set up using
the Department Budget Table USA.
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Setting Up Funding For A Position Pool - 2

Funding sources for a position or position
pool are assigned on the Department
Budget Table USA.

The full menu path is :

Main Menu > Set Up HRMS > Product
Related > Commitment Accounting >
Budget Information > Department
Budget Table USA

The following example demonstrates how
to set up regular funding for Position Pool
ID 050 with 2 combo codes at 50% each.



BHHHP Payroll Commitment Accounting

Setting Up Funding For A Position Pool - 3

Department Budget Table USA

Eind an Existing Value

Set ID: SOKID @&,
Department: 1730101010 QJ
Fiscal Year: 2012
Budget Level: FPosition Pool L
Position Pool ID: [APPCintment
Department
Job Code Setllr | jghcode
Job Code: Position
Position Pool
Position Number:
Empl ID: @,
Empl Record: 0@,

Add

To set up funding for a department, position,
or position pool for the first time, click on the
Add a New Value tab. Enter the
Department ID, Fiscal Year, then select the
appropriate Budget Level.

In this example, we will select Position Pool
for Budget Level.

Note: If changing an existing position/pool
ID’s funding, you would click on the Find an
Existing Value tab to perform a search on the
existing position number or pool ID.
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Setting Up Funding For A Position Pool -4

Department Budget Table USA

Eind an Existing Value

Depending on the Budget Level selected,
enter the ID in the appropriate field - Position

Set ID: SOKID (@, “ . ” .y
Department: 1730101010 &, Pool ID f(?r Position Pool”, Position number
Fiscal Year: 2012 for “POSItIOﬂ”, etc.
Budget Level: Position Pool w
Position Pool ID: (050 &, :
In this example, select Budget Level
Job Code Set ID: @, « " . “ . "
Job Code: a Position Pool”, enter “050" in the Position
Position Number: | @, Pool ID f|e|d, and click the Add button.
Empl 10 @,
Empl Record: of@,
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Settlng Up Funding For A Position Pool -5

) Dept Budget Defaults

Set ID:
Fiscal Year:
*Budget Beqgin Date:

*Offset Group:

*Effective Date:

Combination Code;

Balance:

[5] Save | |[=] Notify

Dept Budget Earnings Dept Budget Deductions DeptEIun:IgetTaxes

SOKID Department: 1730101010  Administration
2012
*Budget End Date:

Offset Group

) Per EarniTax/Ded

+][=]

oM 22011 Eﬂ Effective Sequence; 0
SUSPENSE Suspense CharField Details
0.00
|4 Add | || Update/Dizplay __-_] Include Hiztory ‘_}' Correct Hiztory

Dept Budget Date | Dept Budaet Defaults | Dept Budaet Earnings | Dept Budaget Deductions | Dept Budget Taxes

The Dept Budget Date and Dept Budget Defaults tabs are only used when
setting up default funding for a department for the first time. To set up position
or position pool funding, go directly to the Dept Budget Earnings tab.
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Setting Up Funding For A Position Pool - 6

Dept Budget Date Dept Budget Defaults Dept Budget Deductions Dept Budget Taxes

SetlD: SOKID Department: 1730101010  Administration Fiscal Year: 2012
Budget Begin Date: 06122011 Offset Group: 1500

Budget End Date: 0RM4/2012 Per Budget Level Per EamiTax/Ded

This is the top half of the
Dept Budget Earnings tab

Department Position Pool Jobcode Position Appointment @:1

Position Pool [D: 050
*Effective Date: EffSeq: 0  *Status: | Active = Date Entered:  11/28/2011

Budget Level Cap: 0.00 *Currency: |USD @

The Dept Budget Earnings tab is where the funding (combo codes) distribution
for the position/position pool is entered. Effective Date will default to the

current date and should be changed to the first date of the effective pay period
that has not been confirmed. Leave all other fields displayed here unchanged.

Default Funding Source Option: Actual

Note: If you are making changes to an existing position/position pool, you
should first add a new effective dated row by clicking the Add Row button.
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Setting Up Funding For A Position Pool -7

By
Distributed Earning Code Description Combin gl ezcription Exclu=zion Fringe Group El
AT e Combination Code e ) Fizcal Year Budget Amount Distribution %
Code Humber Date
1 @, [+] | [=]
Eﬂ Save =] Motify 4 Add || #| UpdateiDizplay _-_| Include History j Correct History

This is the bottom half of the
Dept Budget Earnings tab

For regular funding, leave the Earnings Code field blank. The Earnings Code
field is only used when setting up override funding to fund a certain earnings
code differently than regular funding.

On Funding End Date, enter the date (if applicable) on which this funding
source ends. Leave this field blank if the funding source isn't date controlled.
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Setting Up Funding For A Position Pool - 8

B =i
Distributed Earning Code Description Combination Code Description Exclu=zion Fringe Group El
AT e CWbination Code e ) Fizcal Year Budget Amount Distribution %
Code Humber Date
: 7 [+] | [=]

Eﬂ Save =] Motify —4 Add || 5| Update/Dizplay 52 Include History 7 Correct History

This is the bottom half of the
Dept Budget Earnings tab

Sequence Number: The system calculation sequence. This field allows the
calculation of both amount and percent distributions. All combination codes related to
percent calculations should use the same highest sequence number to allow the flat
amounts to be calculated first. For example, to set up a position pool with four
combination codes - two flat amounts and two percents. Use Seq #1 for the flat
amounts and use Seq #2 for the two combination codes with percents so that the
system will calculate the flat amounts first. The sequence numbers used in regular
funding are independent from those for override funding, i.e, even if you used Seq #1
for regular funding, you can still use Seq #1 for an override funding (for a certain
earnings code), as long as each adds up to 100%.

@
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ST

Earnings Distribution Customize | Find | B | % Firet B q0r1 0 Last
Distributed Earning Code Description ¥luzion Fringe Group El
AT slaies Combination Code O — Fizcal Year Budget Amount Distribution %
Code Hum Date
- - —
5] save | =7 Notify | [k Add | | 5] Update/Display | | 5 Include History | |[ "% Correct History
Before This is the bottom half of the
Dept Budget Earnings tab

Type 1 in the Sequence Number field, click the Combination Code
Description tab to reveal the ChartField Details link, then click on the link.

AT
Customize | Find | B | 3 First B q0r1 1 Last

Combination Code Diztributed Earning Code Description Combination Code Description Excluzion Frings Group El
U CSequEncE | rination Code Combination Code Description  ChartField Details
Code Number
1]| @ [ hartField Details [+]| [=]
5] save | =] Notify | [EL Add | | 5] Update/Display | Q Include History | |[ 7 Correct History |
After

@
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Setting Up Funding For A Position Pool - 10

ChartField Details

Combination Code: QE D (¥ Combination Codes
Search |
More fields to the right are
not shown here.
Department Fund Code Budget Unit Program Code Account PC Business Unit Project
I\_-:IJ '\-:ld I\_-:IJ I\_-:IJ QJ I\_-:IJ QJ
Ok Cancel

On the the ChartField Details screen, type, if known, the Combination Code
you want to use in the field, then click the Search button. When the
combination code appears, click on the Select button (not shown here).

Or alternatively, type the 3-digit agency number in the Combination Code
field and click on the Lookup button by the field to pull up a list of available
combination codes to select from.
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Setting Up Funding For A Position Pool - 11

i i iiiiiiii iiii i i ii — i iii EEEE!!E; -~

17210103006105401001110

Adm - Municipal

17310104001000053001501

Adm - Central Semnvs

172310104001000056001110

Admin - Central

17231010400201721300161001 Adm - Central Servs

17310104002033185001110

Adm - Central Servs

17/310104006105401001110

Adm - Central Servs

1721010400614341009720001|Adm - Central Servs

17310201001000056001130

CAS - AppropsiMstr Lease

172102010020382700011320

17310201 006105401001130

CAS - AppropsiMstr Lease
CAS - AppropsiMstrl ease

17/310201008701500001130

CAZ - AppropsiMstr Lease

17310202001000056001120

17310202006105401001120

CAS - Financial Intearity
CAS - Financial Integrity

1723102030010000560011 20

CAS - Audit Servs

173102023002032270001120

CAS - Audit Servs

17/310203002408203001130

CAZ - Audit Servs

1723102030061054010011320

CAS - Audit Servs

17310204001000056001130

CAS - Accounting Systems

1721020400201721300161001 CAS - Accounting Systems

17310204006105401001110

CAS - Accounting Systems

17/310204006105401001120

CAZ - Accounting Systems

17310204006148410097830001 CAS - Accounting Systems

17310201009000056001120

A T RS L TR |

Pay - Payroll Processing

Municipal

CentServs

(blank)

CentSernvs
CentServs
CentServs
CentServs

- LEsSITTL

17310202001000056001120

Pay - Payroll Systems

]

17310303001000056001120

Pay - Recon/Remit

17310303006105401001120

Pay - Recon/Remit

173201000010000500010:31

Budget

17320100001000052007210

Budaget

17/320100001000057001210

Budget

RecRemit
RecRemit
Budget
Budget
Budget

Scroll to find the code you
want to use, then click to
select it.

. 8
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Setting Up Funding For A Position Pool - 12

ChartField Details

Combination Code: 173103020010000560011.20 Oa () Combination Codes
Search
More fields to the right
are not shown here.
Department Fund Code Budget Unit Program Code Account PC Buginess Unit Project
1731030200 <4, 1000 @, (0560 @, 01120 @, 5100 @, @, @,

Cancel

After selecting the combo code from the list, its chartfields will populate. Verify
the codes are correct, then click the OK button.

@
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Setting Up Funding For A Position Pool - 13

B 2 Kl >
Combination Code Distributed Earning Code Description || Y Exclusion Fringe Group El
aUs S Combination Code Combination Code Description ChartField Details
Code Humber
1 ":'J 1 17310302001000056001120 Pay - Payroll Systerns ChartField Details ﬂ
[5] save | |[=] Motify [ Add 5] UpdateDisplay | Include History | | _# Correct History

This is the bottom half of the
Dept Budget Earnings tab

After clicking OK, the system will return you to the Dept Budget Earnings tab
with the selected combination code populated.

In this example, there will be 2 combination codes for this pool ID, so click on
the Add Row button to add a row.




SHHH;R Payroll Commitment Accounting

Setting Up Funding For A Position Pool - 14

T
Customize | Find | B | ¥ First B 42072 1 Lot

Combination Code Distributed Earning Code Description Exclusion Fringe Group El

Earnings *Sequence

Combination Code Combination Code Description ChartField Details
Code Number
1|| @, |1 17310302001000056001120 Pay - Payroll Systems ChaEield Details [+]|[=]
2 %@ ChartField Details [+]1[=]
[5] save | =] wotify [k Add | | 5] Update/Display | _Q nclude History | || % Correct History |

[ This is the bottom half of the
Dept Budget Earnings tab

Type 1 in the Sequence Number field, then click on the ChartField Details
link.

@
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Setting Up Funding For A Position Pool - 15

ChartField Details

@atiun Code: 173 ) (*) Combination Codes

Search

Department Fund Code Budget Unit Program Code Account PC Business Unit Project
OJ OJ OJ OJ DJ OJ

Ok Cancel

Lookup button to display a list of available codes to select from. Click to
select the desired code as previously shown.

Type the 3-digit agency number in the Combination Code field, then click the

@
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Setting Up Funding For A Position Pool - 16

ChartField Details

Combination Code: 17310302006105401001120 Oa (*) Combination Codes

Search
Department Fund Code Budget Unit Program Code Account PC Business Unit Project
1731030200 &, |[105 @, (4010 @ 01120 &, |[5100 @, X

Cancel

After the selection, the Combination Code and its chartfields will display.
Verify they are correct, then click the OK button.

@
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Setting Up Funding For A Position Pool - 17

@ D bl LS
@ Distributed Earning Code Description || N Exclusion Fringe Group El

3 ks Combination Code Combination Code Description ChartField Details
Code Humber
1 OJ 1 17310302001000056001120 Pay - Payroll Systems ChartField Details ﬂ ﬂ
2 OJ 1 17310302006105401001120 Pay - Payroll Systems ChartField Details ﬂ ﬂ
[5] Save | |=] Motify [4 Add 7] UpdateDisplay ~ | Include History = | # Correct History

This is the bottom half of the
Dept Budget Earnings tab

The system will return you to the Dept Budget Earnings tab where you can see
both codes that you selected.

Click on the Combination Code tab to reveal the Distributions % field.

@
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Setting Up Funding For A Position Pool - 18

) 3
Distributed Earning Code Description Combination Code Dezcription Exclu=zion Fringe Group El

b sk Combination Code e L2 Fizcal Year Budget Amount
Code Humber Date

Distribution %
1 @ 1 17310302001000056001120 = 50.000 J

.

2 @, |1 17310202006105401001120 el

:;.."'» Return to Search =] Motify =4 Add | || Update/Dizplay 2 Include History

Type the distribution percent for each combination code in the Distribution %
field. In this example, 50% for each combination code. Click the Save button.
Note: All combination codes related to percent calculations should use the
same sequence number, and their total percents should equal 100%.

Earnings, deductions, and taxes must be funded the same way for regular

funding, so you only need to enter funding sources once on the Dept Budget
Earnings tab. After the transaction is saved, the funding sources will flow from
earnings to deductions and taxes.

@
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Override Funding

Override funding is established in addition to the regular funding. At least
one line (combination code) of regular funding must exist in the
position/position pool before an override funding can be added for that
position/position pool.

An earnings override is established on the Dept Budget Earnings tab.
A deductions override is established on the Dept Budget Deductions tab and
should only be established for the employer contributions (the 'N* —

nontaxable deduction class).

A tax override is established on the Dept Budget Taxes tab and should only
apply to the employer portion (the “ER” Tax Class) of the taxes.

@
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Setting Up an Earnings Override Funding - 1

Override funding for a position or position
pool, like regular funding, is set up on the
Department Budget Table USA.

The full menu path is :

Main Menu > Set Up HRMS > Product
Related > Commitment Accounting >
Budget Information > Department
Budget Table USA
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Payroll Commitment Accounting

Setting Up an Earnings Override Funding - 2

Department Budget Table USA

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

—

SetlD:
Department;
Fiscal Year:
Budget Level:
Position Pool 1D:
Job Code Set ID:
Job Code:
Position Number:
Empd 1D

Empl Record:

= |w

) Add a Mew Value

SOKID @,

begins with % (1730101010 @,

w 2012

" Fasition Paoaol

begins with |+ ||050 @,
begins with 3@,
begins with 3@,
begins with @,
begins with @,
= W DJ

[Jinclude History [ correct History

Basic Search _4.'” Save Search Criteria

On the Department
Budget Table USA
search page, enter the
Department, Fiscal
Year, Budget Level
(either position or
position pool),
Position Pool ID or
Position Number
depending on the
budget level selected,
then click on the
Search button.
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Setting Up an Earnings Override Funding - 3

Dept Budget Date Dept Budget Defaults || ) ' Dept Budget Deductions Dept Budget IEKE{ This is the top half of the ]

Dept Budget Earnings tab

Setll: SOKID Department: 1730101010 Administration Fiscal Year: 2012

Budget Begin Date: 06M22011 Offset Group: 1500

Budget End Date: 06/M1/2012 Per Budget Level Per Eam/Tax/Ded

Default Funding Source Option: Actual

Department Position Pool Jobcode Position Appointment @
Position Pool 1D: 054
*Effective Date: Eff Seq: 0 *Status: Active o Date Entered:  14/28/2011

Budget Level Cap: 0.00 *Currency: |YSD @

Go directly to the Dept Budget Earnings tab. First add a new effective dated

row, then change the effective date to the first day of the (not yet confirmed)
effective pay period.

@



BHHRP Payroll Commitment Accounting

Setting Up an Earnings Override Funding - 4

By
Distributed Earning Code Description Combination Code Description Excluzion Fringe Group El
AT e Combination Code g Fizcal Year Budget Amount Distribution %
Code Humber Date
1 @, |1 17310302001000056001120 3 50.000 [+] [=]

2 & 17310302006105401001120 # [ — J EEI.EIEIEI@ =]

otP @ [1 ) . This is the bottom half of the ]

Dept Budget Earnings tab.
[5] save | [Sh Returnto Search | ([T Notify =y Audd +| Include History i # Correct History

The regular funding will already display in the Earnings Distribution section.
Click the Add Row button to add a new row. In this example, we will set up an
earnings override to fund the OTP (overtime pay) earnings code differently
than the regular funding. On the new line, type or select OTP in the Earnings
Code field, type 1 in the Sequence Number field, then click the Combination
Code Description tab to display the ChartField Details link.

Note: The sequence numbers used in regular funding are independent from
those for override funding, so Sequence Number 1 can be reused in override
funding.

@
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Setting Up an Earnings Override Funding - 5

Combination Code Distributed Earning Code Description
Earnings *Sequence N
Code Number Combination Code
1 OJ 1 17310302001000056001120
2 DJ 1 17310302006105401001120

|ct Return to Search | |[=] Notify

5] save

@D Rl s
D =

ChartField Details

} [ Exclusion Fringe Group

Combination Code Description

[#]|[=]

ChartField Details [+]|[=]

C:hartField DetaD +] -]

| 7 Correct History

CharField Details

FPay - Payroll Systems

FPay - Payroll Systems

=y Add 2] Include History

Click on the ChartField Details link, then select the desired combination code
as previously described in setting up regular funding.

@
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Set Up an Earnings Override Funding - 6

B
Distributed Earning Code Description Combination Code Description Exclu=sion Fringe Group E} =k
b i Combination Code e i Fizcal Year Budget Amount Distribution %
Code Humber Date
1 @ |1 17310302001000056001120 A 50.000/ [+] | [=]
2 '\JJ 1 17310302006105401001120 5 50.000 ﬂ ﬂ

3lotP @ |1 17310302001000056001120 el 100.000 =]
:,1\.*“- Return to Search | |[Z] Motify =, Add &1 Include History i.# Correct History

[ This is the bottom half of the J

Dept Budget Earnings tab.

After selecting the combination code, you will be returned to the Dept Budget
Earnings tab. Click on the Combination Code tab to display the Distribution

% field. Type the Distribution % in the field (in this example, 100%). Click on
the Save button.
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Setting Up a Deductions Override Funding

The procedures to set up a deductions override is similar to that of an earnings

override funding.

1. First perform a search for the position/position pool where the override
funding will be added on the Department Budget Table USA.

2. On the Dept Budget Earnings tab, Click the Add Row button in the Level
scroll area to add a new effective dated row. Enter the effective date.

3. On the Dept Budget Deductions tab, click the Add Row button in the
Deduction Distribution section to add a new row. Enter the Plan Type,
Plan, Deduction Code, Deduction Class, and Sequence Number.
Select the combination code. Repeat the above procedures for each
additional combo code. Complete the Distribution % for the combo
code(s) used for the override funding. Click Save when done.

Note: While the system will allow entry of all deduction classes, the override

functionality will only apply to 'Nontaxable' deduction classes, or employer

@

contributions.
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Setting Up a Taxes Override Funding

The procedures to set up a taxes override is similar to that of an earnings

override funding.

1. First perform a search for the position/position pool where the override
funding will be added on the Department Budget Table USA.

2. On the Dept Budget Earnings tab, Click the Add Row button in the Level
scroll area to add a new effective dated row. Enter the effective date.

3. Onthe Dept Budget Taxes tab, click the Add Row button in the Tax
Distribution section to add a new row. Complete the State, Tax Class,
Locality, Sequence Number fields. Select the combination code. Repeat
the above procedures for each additional combo code. Complete the
Distribution % for the combo code(s) used for the override funding. Click
Save when done.

Note: While the system will allow entry of all tax classes, the override

functionality will only apply to the employer (ER tax class) portion of the taxes.

@

For federal taxes, choose $U for the State code.



SHHRP Payroll Commitment Accounting

Viewing Salary Expenditure Data - 1

Salary expenditures may be viewed online or via various reports and data files

the day after pay confirmation for on-cycles and the next day after each off-
cycle for off-cycle payroll.

The following reports or data files are available to agencies. Please click on
each report link to view the report description, file layout, when the report will
be generated, and how to download/request the report.

KPAY303 — Salary/Wage Breakdown By Classification File
KPAY710 — Department Budget Earnings

KPAY711 — Department Positions and Budget Earnings
KPAY?286B — Agency Extract Payroll (by request only)
KPAYGL5C — General Ledger Extract



https://admin.ks.gov/docs/default-source/payroll/sharp-9.2/KPAY303.pdf
https://admin.ks.gov/docs/default-source/payroll/sharp-9.2/KPAY710.pdf
https://admin.ks.gov/docs/default-source/payroll/sharp-9.2/KPAY711.pdf
https://admin.ks.gov/docs/default-source/payroll/sharp-9.2/KPAY286B.pdf
https://admin.ks.gov/docs/default-source/payroll/sharp-9.2/KPAYGL5Cor6C.pdf

BHHRP Payroll Commitment Accounting

Viewing Salary Expenditure Data - 2

The salary expenditure data will also be available by paycheck online. The full
path to the page is:

Payroll for North America > Payroll Processing USA > Produce Payroll >
Review Actuals Distribution




Payroll Commitment Accounting

lary Expenditure Data - 3

Company: SOK

This is the left section

of the Review Actuals
Distribution page.

Pay Group: EX1 Pay End Date: 04/30/2011
Off Cycle Page: 10 Line: 2
Empl ID: ] Hame: [ ]
Earnings
Separate Check: ] Empl Record: ]
Earnings Code: RegularTL Amount: 167374
Distribution
Fiscal Year. 2011 Period: 11 Amount; 120,28
ChartFields
Combination Code Department Fund Code Budget Unit Program Code Account PC Businesz Unit
0391900000100002000103101 0391900000 1000 0200 01031 511110
Department: 0390300000 Currency: usD
Job Code: I Position: I Position Pool ID: 190

There are 3 tabs to view the employee’s earnings, deductions, and

taxes

distributions. There may be multiple rows of earnings and combo codes, you will
need to click the View All button at the far right of the page to view more.

"
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! Viewing Salary Expenditure Data - 4

Deductions | Taxes This is the_left section
of the Review Actuals

Distribution page.

Company: SOK Pay Group: EX1 Pay End Date: 04/30/2011
Off Cycle Page: 10 Line: 2
Empl ID: ] Hame:
Earnings
Separate Check: ] Empl Record: ]

Earnings Code: RegularTL Amount;

Fiscal Year 2011 Period: 11

Amount: 139.28

Combination Code Department Fund Code Budget Unit Program Code Account PC Businesz Unit
0391900000100002000103101 0391900000 1000 0200 01031 511110

Department: 0390300000 Currency: LsD

Job Code: I Position: I Position Pool ID: 190

Earnings are listed by earnings code, then by combo code distribution. Deductions
are listed by deduction code, then by combo code distribution. Employer portion of
taxes are listed by tax class, then by combo code distribution.

@
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! Viewing Salary Expenditure Data - 5

PC Business Unit Project Activity Source Type Category Subcategory Service Location Agency Use

GEN-OVERHEAD

More of the combo code’s chartfields are shown in the mid section of the page.
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Viewing Salary Expenditure Data - 6 [Thisisthengmsecﬁonof }

the Review Actuals
S—
\
N

Distribution page.
N

( D~ Earnings
“Tombo codes

Agency Use ChartField 2 Furnid Affiliate Affiliate

More chartfields are shown in the far right section. There may be multiple rows of
earnings (top scroll bar) and combo codes (bottom scroll bar), you will need to
click each View All button to view the entire earnings or combo code distribution.
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Prior Period Funding Adjustments - 1

A prior period funding adjustment (PPFA) is used to change payroll funding
that previously had been charged to the SMART accounting system.

Funding changes for payroll periods processed prior to SHARP Version 9.2
(pay periods on or prior pay period end date 05/06/2017) or pay funded
through the Department Budget Table (those charged to XXXNONTASK on the
employee timesheet) cannot be made in SHARP. These changes must be
made in SMART through the journal entry process.

Because these changes are made outside the SHARP system, they will not

reflect in subsequent payroll reports and should be taken into consideration
when reconciling SHARP reports to SMART balances.

@
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Prior Period Funding Adjustments - 2

Prior period funding adjustments for pay processed through Time and Labor
using task profiles in SHARP V9.2 may be made through employee timesheets
in the on-cycle using the non-pay affecting adjustment process. To make a
PPFA using this process, both the original and the new Taskgroup codes used
on the timesheet cannot be XXXNONTASK. This type of funding changes will
reflect in subsequent payroll reports and SMART balances.

To make this type of PPFA, you would open the employee’s timesheet for the
pay period in need of correction, make the Taskgroup changes, then submit
and approve (if an Employee Self Service employee) the timesheet. After the
Time Administration process is run, approve the payable time as usual. For
detailed instructions, please refer to the Non-Pay Affecting Adjustments topic
in the Reversals and Adjustments lesson in the Payroll book.

@
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Lesson Checkpoint

Now is your opportunity to ensure that you are learning the course
material. After you read the question, make your selection, then
compare your response to the correct answer provided at the bottom of

the page.
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Lesson Checkpoint

Which of the following is correct?

A) Non-Regent agencies should process prior period payroll funding
adjustments through journal entries in SMART.

B) A combination code is a unique combination of SMART chartfields
used for payroll funding.

C) The Department Budget Table is used to associate combo codes to
departments, positions, or position pools.

D) All of the above.

The correct answer is D.

@
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Lesson Checkpoint

In order to be effective for the pay period, funding updates to the Department
Budget Table must be made by...?

A) Before paysheets are created
B) Before final pay calculation
C) Before pay date.

The correct answer is B.
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Lesson Checkpoint

True or False? Default funding must be set up on the Department Budget
Table for every department used for payroll for the first time.

A) True
B) False

The correct answer is A.
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Lesson Checkpoint

Chartfields used in a combination code...?

A) must be entered in SMART after the combo code is set up in
SHARP.

B) must be entered in SMART before the final pay calculation.

C) must be entered in SMART before they can be used in the combo
code.

The correct answer is C.

@
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Payroll Commitment Accounting

Lesson Summary

"

- (V=
W @

Payroll charges can be funded
either through the Department
Budget Table or through Time and
Labor.

Position pool is used when
several positions in a department
will be funded the same way.

A Chartfield must already exist in
SMART before it can be used in a
combo code.

Override funding can be set up to
fund certain earnings codes or
employer portion of deductions or
taxes differently than the regular
funding.

In this lesson, |
explained payroll
funding and
demonstrated how to
set up payroll funding
for different Budget
Levels — department,
position pool, etc..
On the left are some
key concepts
discussed in this
lesson.
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Lesson Completion

Congratulations! You have finished the lesson.

Go back to the 9.2 Training and Desk Aids page to take the test or s lect
the next lesson you want to take.

O
8




